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	JOB DESCRIPTION

	JOB TITLE:  Community Safety Database Administrator
	DIRECTORATE:  
Service Delivery
UNIT:                    Risk Reduction
- Human Resources

	POST NO:
1416
	GRADE:   
Hay 9


1.
JOB PURPOSE

1.1 To assist the Group Manager of Prevention & Protection and the CFRMIS Systems Administration Manager by managing, updating and developing the functionality of the Community Fire Risk Management Information System (CFRMIS) and related IT systems, to support the work of the various functions in achieving functional and corporate objectives efficiently and effectively.

1.2 To provide accurate and timely data, statistics and other information in response to requests by functional managers and their staff, Principal Management, other Directorates or external bodies/agencies.
1.3 To prepare/deliver training and provide guidance and support to systems users across the Service.
2.
BACKGROUND
2.1 Your post sits within the Prevention & Protection Unit, and you will provide CFRMIS based administrative support to enable them to achieve Unit and corporate objectives and targets in a timely, efficient and effective manner. You may at times also provide advice and support to assist the Operations Response department.
2.2 You will primarily support the Prevention & Protection Unit (which incorporates the Technical Fire Safety, Partnerships & Collaboration, Vulnerable Adults, and Children & Young Persons departments) within the Service Delivery directorate.  You will provide support to ensure the Unit staff can deliver services efficiently and effectively in accordance with Service policies and procedures. It is vital that the CFRMIS database is accurate and complete and that users are able to access the relevant information they need.

3. MAIN DUTIES

3.1 Support the CFRMIS Systems Administration Manager by assisting in the day to day management and supervision of the CFRMIS database and related IT systems.
3.2  Deputise for the CFRMIS Systems Administration Manager as required.
3.3 Update and maintain the CFRMIS database and related systems such as the Front End System (FES) and CFRMIS Mobile.
3.4 Administer system security arrangements, including issuing, changing and deleting access rights and permissions in liaison with the HR team and the IT Unit when required.
3.5 Liaise with the IT Unit to ensure availability of the systems. 
3.6 Produce, maintain and deliver CFRMIS guidance notes and training packages.
3.7 Help to ensure that all data held and system access controls accord with legislative requirements on access to personal information and data protection, and comply with corporate IT requirements.
3.8 Provide support to all CFRMIS & FES users, deal with daily queries, and be the first point of contact for the provision of CFRMIS support for Admin & Resources staff, and operational staff.

3.9 Carry out CFRMIS administration tasks such as setting up new users, creating new agency codes, running queries directly from CFRMIS, re-issuing checked-in jobs and merging premises.
3.10 Provide a support desk for station based crews utilising CFRMIS and FES to record prevention and protection work, to meet user requirements and to maintain the integrity of the database.
3.11 Carry out regular quality assurance on all datasets to ensure the quality of data entry is consistent, accurate, complete, up to date and in line with requests from senior managers and requirements of the Home Office.  Identify training needs in relation to the data entry.
3.12 Liaise with other units and departments such as Human Resources, Performance Improvement, Corporate Communication, Admin Services and Control as necessary to ensure data integrity between CFRMIS and other AF&RS systems, including assisting with any compatibility issues.

3.13 Provide periodic reports which are required for KIT meetings, Fire Authority returns and other meetings as and when required. Run reports, both routine and ad-hoc, within CFRMIS to support managers and the Performance Improvement Unit for monitoring and external use such as the annual Home Office returns. Liaise with the Home Office regarding accurate interpretation of their requirements for returns, ensuring deadlines are met.
3.14 Assist with the production, interpretation and analysis of statistics and other information, utilising the CFRMIS products, relating to the work of the Prevention & Protection Unit. Provide reports for management or for other purposes as required.
3.15 Support Prevention & Protection Managers by assisting the CFRMIS Systems Administration Manager in implementing ‘workflows’ and questionnaires for data collection, to maximise the use of technological solutions wherever appropriate and to increase efficiency, effectiveness and data quality.
3.16 Keep abreast of CFRMIS developments, attending regional and national forums, with or on behalf of the CFRMIS Systems Administration Manager, which may require travel and overnight stays away.  
3.17 Liaise with Civica with regards to queries and faults in systems and log details.

3.18 You will be expected to work effectively as part of a small team, as well as developing knowledge of other administrative work areas within the Prevention & Protection Unit in order to provide cover for absent colleagues or to respond to peaks in workload, as necessary, to ensure continuity of service and to meet customer needs within set deadlines.
General
3.19 Ensure you maintain an awareness of Health and Safety Regulations in relation to duties and tasks being undertaken and report any situations or incidents, which could be considered hazardous. You have a responsibility for your own safety and must not endanger that of colleagues/visitors in the workplace or the public.
3.20 Ensure that, both in your dealings with other employees and with members of the public, you adhere to the principles and standards outlined in the Equality Policy.  You are responsible for making your supervisor aware of literature, language or behaviour that offends against that policy and the dignity of personnel.
3.21 Ensure that you perform all duties in accordance with the principles and requirements of General Data Protection Regulation (GDPR) and the Data Protection Act 2018.
3.22 Carry out such other as may reasonably be required in relation to a post of this nature, without prejudice to the right to seek a re-evaluation of the post.
3.23 This Job Description contains only the main accountabilities relating to the post and does not describe in detail all the duties required to carry them out.
4. SUPERVISION AND WORK PLANNING
4.1 You are expected to work under the Group Manager for Prevention & Protection who, in collaboration with the CFRMIS Systems Administration Manager, will provide direction and determine priorities concerning the development and operation of the CFRMIS system to ensure it continues to meet the requirements of the Service Delivery Directorate efficiently and effectively.  
4.2 You will work closely with the CFRMIS Systems Administration Manager with managing, updating and developing the functionality of CFRMIS and related IT systems within the Service Delivery Directorate, to support the work of the various departments in achieving functional and corporate objectives efficiently and effectively.
4.3 Your work will involve collaborative working with colleagues in other teams within Prevention & Protection and other stakeholders both internally (Training, Performance Improvement, Corporate Comms and Marketing), and externally (Local Strategic Partnerships, Local Authority leads for adults and social care).
5. QUALIFICATIONS & EXPERIENCE
Essential
· NVQ level 2 in a relevant subject, or equivalent, e.g. Administration, Business studies, IT or ILM. 
· experience of using and developing IT systems.
· experience of managing and developing databases.
· practical, relevant experience, particularly of data input/extraction.
· previous experience of using software packages including databases, spreadsheets and PowerPoint.
· able to present information clearly and provide training to different groups clearly using presentations and hands-on methods.
· able to communicate effectively at all levels, orally or in writing, with the ability to set up appropriate reporting systems.
· able to work effectively as part of a team.
· able to use initiative and work with minimal supervision.
· a current full driving licence.

Advantageous

· experience of the CFRMIS IT software package.
· previous experience of writing reports from and workflows for SQL databases.
6. SPECIAL NOTES OR CONDITIONS (IF APPLICABLE)
6.1 Your duties may involve working evenings as necessary, for which mutually agreed compensatory time-off will be given.
6.2 You will be required to drive in order to carry out the duties of the post within the Avon and Somerset area.  If you use your own vehicle, appropriate allowances will be paid.
6.3 In the interests of the efficiency of the Service, you may be required to work from any base within the Service area. Appropriate allowances will be made available for travelling to alternative work locations.
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